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Papers Received by Correspond-
ence and Mail Branch [R-22]

The official mailing address for all com-
munications sent to the Patent Office remains:

Commissioner of Patents

Washington, D.C. 20231

The physical location of the Office is 2021
Jefferson Davis Highway, Arlington, Virginia.
This address should not be used on mail sent
to the Patent Office.

All communications are received by the In-
coming-Mail Section of the Correspondence
and Mail Branch, which opens and distributes
all official mail.

501

[R-24]

Rule 5(a). Identification of application, patent or
registratiom. (a) When a letter concerns an application
for patent, it should state the name of the applicant,
the title of the invention. the serial number of the
application, the date of iiling the same, and, if known,
the group art unit and name of the examiner ro which
it has been assigned (gee rule 533).

The application having been prepared and
executed, 1t can be sent to the Patent Office by
mail, or may be delivered by hand.

Amendments and other papers reach the Of-
fice by mail, or they may be de{)osited in the
Correspondence and Mail Branch or in a box
which 1s kept in the lobby of building 3 of the
Patent Office for this purpose.
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The Patent Officc ZIP Code designation
“20231°” should be used when writing the Patent
Office for any matter. In addition, the sender’s
own ZIP Code designation should be given.

Haxp DeLIvERY oF PaPers

For purposes of convenience in those cases
where the attorney and the Examiner agree that
a proposed amendment discussed during a per-
sonal interview would place the application in
condition for allowance, the mnengment may
be left with the Examiner to become an official
paper in the file without routing through the
mail room, provided no additional fees are re-
quired. Where the case is under final rejection,
if changes in the proposed amendment are nec-
essary and these cfmnges are not practical to be
made by Examiner's amendment, the attorney
or his local representative will be permitted to
hand deliver a corrected amendment to the Ex-
aminer, provided no additional fees are required
and further that the amendment is submitted
to the Examiner by the end of the next working

day following the interview and within the

period for response.

The Examiner who accepts these amendments
must date, initial and write “entry approved”
in the left-hand margin of the first page of the
amendment.

Attorneys may also deliver requests for ex-
tension of time to the Examining Groups.

A duplicate copy of officially date-stamped
papers may be hand delivered. See §§ 104,
710.02(e) and 713.01.

The Office often experiences difficulty in
matching incoming papers with the application
file to which they pertain. This applies espe-
cially to amendments, powers of attorney,
changes of address, status letters, and requests
for extension of time.

Frequently, there are errors in the serial num-
ber or in the Group Art Unit number, or the
incoming paper uses the old Group Art Unit
number where an application has been trans-
ferred and acted on by a different Examining
Group.
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